May 31, 2002

Chapter 5
Consolidating Complaints

Chapter Overview

Introduction This chapter explains the process of consolidating complaints. For example,
if acomplainant has more than one complaint, i.e., Race, Sexual Harassment,
and Age. You can consolidate the complaints into one record by designating
one of them as the “parent” record. After consolidation, you must enter the
parent docket number on each complaint included in the consolidated set for
cross-reference purposes.
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Consolidating Complaints

Accessing the Complaints Window

Step Action

1 Onthe Navigation Ligt, click Complaints Tracking — EEO
Complaints Tracking — <Open>. The Find Complaints
Window displays.

= Find Complaints

Diockat Mumber
Camplainant Name

Complainant S5H

Stage

[iClzss " Remand
" Mixed ™ Conzalidated [ Activa

ow | me [T ]

2 Query the complaint that will serve as the parent complaint by
entering the Docket Number (ex: DEECONS-A) or Complainant
Name and click <Find>. The Complaints Window displays for

that record and is automatically populated:

Dockst m Camplainant Mams |Abel. Michaal A

Stage IPm Complaint Social Security Number |420-06-0766

Emplayment Stafus |Fll|| Time Employee In Pay Hendicap Code |Nn Handicap
Appointment Type |F_n::9ptad - Career Race/Mational rigin |WI|'|‘II!, not ol Hispanic origin
AgencyfSubalement |Bapnﬂm=nl of the Air Force \Wark Schadule |FuII-Tlma

Org Stucture 1D [23F100

Parsonnal Ofiics 10 |f°-ra1y Naotional Guard (3335)

Pasiion Tila [PWD SPT SYS MECH

Orcupationsl Serias l53?5

Pay Plan - Grada [WG-10
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Consolidating Complaints, continued

Accessing the Complaints Window

Step Action

3 In the Complainant Alternate Region, click the drop down menu
and select Consolidation.

E= Complainls

Docket [DEECONS-A Complainant Name [Abel. Michael A
Stage [Pre Complaint Sacial Securty Numbsr [120-06-0766

Handicap Code |ND Handicap

Offer of Resolution raer Fiace/Mational Origin ite, not of Hispanic origi

Hearing
‘Work Schadule Full-'rime

hloyee In Pay

Final Action Ho Hearing the Air Force
Final Action After Hearing

el Guard (3335)
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Consolidating Complaints, continued

Completing the Consolidation Window

Number of
complaints

Step Action
1 The Consolidation Window displays:
cket m— Complainant Name iﬁhul, Michael A
Stage [Pre Complaint Social Security Number iqzn—as—n?aa
Date Consofidated ,7 e mnmlidmp
Parent Docket Number |
Stage Consalideted |
et ComptRep Notfied |
Consolidation Descrption |
2 In the Date Consolidated data field, use the LOV or use the date
format DD-MMM-YYYY to enter the date you batched the
individual complaints into one consolidated set.
3 Enter the docket number of the parent record in the Parent Docket
Number datafield (Ex: DEECONS-A).
f Note: The Recordsin Set datafield automatically populates with
a“1” and will increase one number as you add complaints.
4 Click the LOV in the Stage Consolidated data field and make a
selection.
Stage of Conzolidation
: [
Find Cancal
5 Click <OK>.
6 In the Date Compl-Rep Notified data field, enter the date on which
you notified the complainant’s representative that you
consolidated the complaint.
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Consolidating Complaints, continued

Completing the Consolidation Window (continued)

Step Action
7 Enter free text information in the Consolidation Description data
field.
Docket [DEECONS-A Complainant Mame [Abel, Michael A
Stage |Pre Complaint Social Sacurity Member |420-06-0766

Consulidation

Records in Set 1

Date Cansolidated |“1 “MAY-2002

Parant Docket Number [DEECONS-A

Stage Cansolidated |Cnnsnlil‘] ated by Agency Prior to Inve:

Diate Compl-Fep Mofified |l1'|--MhY 2002

Consolidation Description |Pment Record consolidated with DEECONS- B and ¢

/.
f Note: The parent record isthefirst record in the set.
8 Click <SAVE>.

9 Return to the Navigation List, click Complaints Tracking —
EEO Complaints Tracking <Open>. Onthe Find Complaints
Window, query the next complaint to be consolidated. Repest
these procedure steps until you have entered the parent docket
number in all the complaints included in the consolidated set.

Verifying Consolidation

Step Action

1 On the Find Complaints Window, query the parent complaint by
entering the Docket Number (ex: DEECONS-A) and click
<Find>. The Complaints Window displays for that record.
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Consolidating Complaints, continued

Verifying Consolidation (continued)

Step

Action

Scroll down to the Consolidation Region. The Complaints
Consolidated Window displays with the number of recordsin the
consolidated set.

X Complaints Consolidated

Docket [DEECONS-A Complainant Name [Abel, Michael A
Stage [Pre Complaint Social Security Number [420-06-0766

é[:musnlidatinn

Records in Set 2 ‘
Date Consolidated Il]l-MAY—zl]l]Z

Farent Docket hlumber !E ;@E E

Stage Consolidated IConsolidul.ed by Agency Prior to Inve:

Date Compl-Rep Nofified ||]l-MAY—2lll]2

Consolidetion Dascription iPulEnt Record consolidated with DEECONS- B and C
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